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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. N O  FURTHER ACCUMULATION ANTICIPATED 

__u__ 

Dates of Series 
1973 t o  date  I Forms Design F i l e s  

What is the function of the o f f i ce  i n  which t h i s  record se r i e s  i s  created? 0 .  

The Office of Department S t a f f  Services provides supportive services t o  insure 
smooth and e f f i c i e n t  functioning of the Department of Education. 
administrative fuch as personnel act ions,  purchasing and pr in t ing ,  Budget Services, 
Planning aiiil EvalGtion services  , Management Information Services, F isca l  Services , 
Publicatiod-hnd InTormation Services, Contracts , apace a l loca t ion ,  warehousing, 
procurement and supply, records and forms management, s t a t i s t i c s .  
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1. This f i l e  contains the following documents'(1- numbers snd t i t l e s ,  if any, 
and f i l e  arrangement). 

Documents r e l a t ing  t o  the creat ion and reproduction of B O ~ T  used by the  
Department of Education 

Included a r e  (1) Design and layout copy of form (2) Negatives and p la tes  
f o r  the>rewQdvcti%u gf the  .fom. . C3) Background info.rmationf .. izzz E-: j  n; . .  :.~o 
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Fi l e s  a r e  -arranged' cy organizational uni t  
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YES NO QUESTIONNAIRE P1.c. an " x "  t n  t h .  proper I f  .n.wer 1. .115:' p1e..e ~ x p 2 . c ~  

13. Is t h i s  t he  Record Copy of t h e  series? * i  P 1 [ 1  
- 

~4 

- : ~ ~  [ 1 [ x 1  

, ,  . .  : 
14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  abenck? 

15 .  Is the  information contained i n  t h i s  s e r i e s  ever s k a r i z e d  or  published? 
- -  ~r n-l : .  '.! 

Attach copy of summary o r  publication. 
16. Does the se r i e s  contain c l a s s i f i ed  informati0n;requiring secyr i ty  handling? '3 . .  ~. . [ ' I  

17. Does the s e r i e s  i n i t i a t e ,  amend or  terminate agency pol ic ies  and proceduPes? 
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18. Could the function be performed if t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t he  se r i e s  ( o r  major portion of it) regularly microfilmed? If yes,  why? 

[ 4  [ I  

[ 1 [ X I  

20. Does the record se r i e s  provide data as  input t o  an EDP f i l e ?  

21. Does the record se r i e s  contain documentation pr0duce.d as EDP pr intout?  

22. Has the  Federal Government issued instruct ions governing t h e  re tent ion 
s i t i o n  of these f i l e s ?  

25. T h i s  ngency recommends t h a t  the f i l e  s e r i e s  be cut off a t  the end 
c O f  each - [ ]CALENDAR YEAR - [ ]FISCAL YEAR -$]OTHER -  see^ below -__ ,then : 

R E C O M N D A T I O N S .  

[ 3 Hold i n  t he  current f i l e s  area ' 'month(s)/  yea r ( s ) :  
[ 1- Transfer t o  [ 1 Sta t e  Records Center [ 1 LocaLHolding Area; h o l d _ _ _ y e a r ( s ) :  

9 o.' .:. ~ r .  --.., [ 1  destroy.^- ' - c  :;??:J - i -  9 -.." ,;. .;:.-;.~. -.x ,.,~:~ Tr- ;h.::.:. .~~ :;-~ . . .. --.>: 

[ 3 Transfer t o  S ta te  Archives fo r  permanent retention. 
[ 3 Destroy immediately a f t e r  cut-off. 
[ X I  Other: -(Specify) :.Lv:.: -:-,I ~ . -  

superceded o r  obsolete; then, place i n  . .  t he  inac t ive .  i Y 0  .:?. les 1 0 f0.r 7::. ~6 ) $  months -7 '. 
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Hold i n  the ac t ive  f i l e  in  the current f i l e s  area.unti1 no? f& 
then, destroy .~ i - -  c. 7 

( Indica te  b r i e f l y  ra t ionale  for  reconanendations above/or wr i t e  addi t ional  remarks) : 

i n  paragraph 2f 
are: @ t a t s  Auditor/  ~ 


